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ABSTRACT 

^ ^ , The Vocational Education Amendments of 1976 mandate 

-na'- sex bias and sex ste-ingot ypin g be eliminated from all vocational 
education programs. In business and office occupations programs, fhe 
P-oblems have been' centered around increasing the number of male 
studehts m the program, encouraging women to move into management 
positions and- other upper level supervisory jobs,, and using sex-f^i,- 
ianguage xn business communications. Besponding to the Amendments,"" 
jiie state of Delaware developed a set of five sex equity modules 



language xn business communications, responding to the Ameadm< 
•Jie state of Delaware developed a set of five sex equity moduJ 
aesigr.ed (1) to focus or issues which are related to specific 
Clusters of career options as defined in Del'^ware's competency-based, 

"irp orcu Da + -i nr. c, 



(2) to 

those sax 
student 
This 



- — - -i-j.^-^^ / — <= A p c J. At; in; s ao 

-^&e-Giassroom, on-the-^ob, and in making career decisions 
Jiodule focuses eliminating sex stereotypiri.g in business man 
and related occupations (office manager,' administrative ass 
department manager, small business operator). Instructional 
activities in the module include pretest/posttest ; a discus 

ig women;^ case study of cO'^j 
sex stereotyped characteristics 

■ion: and nrnp 1 i f i r-a +• ■; -F^r 



,^1. .---7 -^-^v--, smaij. business opera +ior) . Instructional 
acr vities m the module include pretest/posttest ; a discussion of 
myths and realities about working women; a case study of conflict; an 
occupational attitude survey; a sex stereotyped cha rac terist-* ^- 
analysis: a slide-tape presentation; and qualifications for 
employment. (KC) ~\ . '. 
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PREFACE 

J- 

The Vocational Education Amendments of 19 76 mandate that sex 
bias and ster-otypmg be eliminated from all vocational edu- 
cation progra:ms. 

The amendments set aside $50,000 of each state's Federal 
vocational funds for this .purpose and mandate that each state 
employ an individual f^n time to work on eliminatinq sex 
Dias and stereotyping from vocational programs. 

Each program area has special problems which must be addressed 
m order to achieve sex equity. In business and office occu- 
pations programs, the problems have been centered around 
increasing the number of male students in the program, encour- 
aging women tc move into management positions and other uoper 
level supervisory jobs, and using sex-fair language in busi- 
ness communiC£-tions . •• ^ 

The sex equity modules are designed -o: 

1. focus on issues which are related to specific 
clusters of career options as defined in 
Delaware's competency-based goal oriented - 
business and,.office occupations "curriculum; 

2. provide information and materials for one 
to three days of activities.; and 

3. focus the student's attention on- those sex 
equity conce^-ns which will affect her/his 
experiences a student in the classroom, 
on-the-job, and career decisions. 

Instruction in business and office occupations programs should: 

1. afford both male and female students opportunities 
to pursue a number of career options; 

2. include a se,^_f air curriculum; and 

3. provide students with cooperative work experiences 
without regaj-d to the sex of th.e student. 
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DESCRIFTION 0? PROG.' -3 

Business ec.-ation : ^--ssents a broad and diverse di 
cnac^is^ ir.::. _ded in "iriety of e :Ci.tional deliver 
ctms -e_er ;r.rary, s-: iary, and p £:;-~3econda>'y scho: - '^-e 
ihn~ ^IJ-^----- t^'i^ ---Id of stud: -3 to educate inc. i -aa.s 
a^^.._Di..3 -L-ss and zs^ ' rovide a cc:: -^r.uous program o: _ar.ned 
xed.nmc r-eriences -^-rigned to e iP individuals wi the 

"l^"- ---ills ne- = -a ry for corr- .cing successful!- " r 

era^^ ,me- _n the b : communi- 



^rjT c:stion ini_i--: .3 compete— cy-based prograniE 

'"-pations, r-si.j-^s teaching, business admir-i-— ration , 
underst-r,:: Specifically, the Busir.eir- Admin- 

^ — Office -e-rs Cluster provides career i::rorznation 
that he_p^ -r-udents relate their interes t . . needs, 
-t-es to occ::zpa v^; nal opportunities identifiea ._n five' 
^ C3ncentratx^:n: b usiness man agement, ' accoun tir^/ data 

S^TT- ' clerical ma nagement- a ss is ta n t clus ters . These 

l^i - interrelate _i-h each"Tunct"ion prS^idTng o?~ortuni ti^s 

-ament begi-.n^- : with entry-level jobs for the secon- 
- graduate. : -eVer, many positions do require at 
years of tec ral pos t-secondary preparation. 

VOC IC::_-_ BUSINESS MC- 1 



,-1 

dar -^5 
lea 



^^'^ function of 
tm ^orr.pe tencies that 
pri-:. ,e ]cos in their c 
wi' .,n an occupational 
b'-ii-~^eS3 model consist. 
tr^z^± below: 



^i.s cluster to provide ' students with 
11 enable individuals to obtain appro- 
rsen business field — and to advance^ 
i'Touping. In Delaware, the vocational 
of five sub-clusters which a?:e illus- 



Business Acministration i 
Office Careers Cluster 




^^ss AdLninistration Careers 




Off ice Ad ministratio n Careers I 
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SUB-CLUSTERS 



The specific jobs for which students are 7 reoared in the 
=np~''f''^^-! indicated on Figure 2 of -his guide. Eacl 

_-pecific job has been identified/verified -i^ survey of 
ousmess community throughout the Delaware region. 

BUSINESS- MANAGEMENT OCCUPATIONS (USOE 14.:;:oj) 

B usiness Admini_ s tration Careers 

The business administration program divided into 
three sub-clusters which emphasize th, accounting, 
data processing , and business man£.gem =. functions. 
A general overview, s^cific job oesf^^tidns, and 
empici-ment outlook for each sub-clus-. provided 
belov:,. Programmed learning guides a^;;. each stu- 
dent through specific compe tency-bas-;: nodules which 
may result in employment according tc ob titles 
identified . 

( b ) Business Manage merytJJc cupations 

This sub-cluster is designed to assist students in 
developing job competencies in busi:..3ss management 
tasks that include the processes of planning, orga- 
nizing, directing, actuating, and controlling. 
Leadership training is fundamental ro the sequential 
learning experiences in the sub-cluster. Persons 




The focus of program training . is to provide each 
student with the initial experiences necessary for 
fulfilling the role as a small business operator or 
department/office manager. However, the program 
e xperiences at the second ary school le vel provide 
a foundation for /advancj d" study -"^ meeting the 
requirements associated with a 'majority of positions 
in management. 



A student 



-ty to communicate 



'-'"In. Abi'i, 



FIGllllI^ 2 

^^^^ ^vr'""''" 
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Job Descriptions 



Preprofessional training provided in this sub-cluster 
concentrates on tasks related to the following 
occupations : 

(1) Office Manager (D.O.T. 169.167-034) 

Supervises, coordinates, and organizes activities 
ot ott ice: personnel such as typists, book1ceeper = 
payroll personnel, filing assistants, etc. 

(2) Administrative Assistant (D.O.T. 169.167-010) 

Aids executives in staff capacity by coordinating 
otrice services such as personnel, budget prepara- 
tion and controls, records controls, and special 
management studies. 

(3) Department Manager (D.O.T. 189.167-022) 

Directs and coordinates through subordinate 
supervisory personnel departmental activities 
and functions in business, industrial or 
service establishments. 

(4) ' Small Business Operator 

Directs and coordinates the overall activities 
of a small business; hires, trains, and taischarqes 
employees, plans work schedules; coordinates 
sales promotion and advertising; verifies 
inventories; compiles; reports. 

Statistics indicate that one out of every ten persons ~ 
qainfully^employed in the United States is classified 
ac part of management. However^ to qua lify for many 
positions^^n ^siness manag eHilTt7 the .c^tndplTt^filTT^th^^c 
gained^ct_iia] ^Xperience throu g£j-^ii:itr^O^FT^^s 
in_yie_field_^ndjia^^ s tUdy at po~it::-^ 
secondar y ^ institutions. " ^— 

Employment Outlo pk 

Managers. are needed throughout industry The 1978 
Occupational Outlook Handbook indicates ' that there are 
many :ob opportunities in manufacturing firms- For 
those individuals seeking careers in business manage- 
ment directly upon graduation from secondary school, 

Hntl . ^fn^^'it^ ""^^^ ^^^^^^ Closely to minimum wage. 
However, for those with advanced training at a post- 

:,^-^.°"^^^>'^'^"=^tional institution, initial salaries 



will be substantially greater. Entry-level managers 
(trainees) usually work, the standard week ranging 
trom 35 to 40 hours per week. Managers in more 
^^^esponsible positions carry heavier work loads and 
work longer hours.. 

1^- BU SINESS MANAGEMEN T AN D RELATE D OCCUPATIONS - 
' PERFORMANCE AND OBJECTIVES " ^ 



/ FOClfSES " , • ■ 

(a) Career ladders (upward mobility) . 

(b) ^ Wc.Tien in nontradi tional jobs as managers. 

.: (c) Myths concerning women in the work force and in 
nianagement. 

ACTIVITIES 

(a) Pre-test. 

(b) Myth and realities. ' 

(c) Conflict (promotion vs. suggestive offers): 

(d) Occupational attitude survey. , 

(e) Sex stereotyped characteristics , analysis . 

(f) Slide-tape presentation. 

(g) Qualifications for eiyploym.ent . 

(h) Post-^test. ■ 

PERFORMANCE OBJECTIVES (Competencies) 

(a) Given ari opportunity to discuss personality and character 
traits related to job. descriptions, the student -will list 
three traits which apply to women, three 'for. men, and 
three for managers. . 

Following a discussion of nontr aditional jobs, the student 
will list two nontraditional jobs . for man and two for 
women in the business .and office occupations field. 



(b) 



I 

(c) Given the opportunity to discuss myt'hs concerning women 
11^ the work force, the student will list three of 'these 
"lyths and three related truths. I . 



I ri...^. INTRODUCTION TO' BUSINESS M ANA GEMENT MODU LE 

-According to the seasonably adjusted data released in Marrh n 07« 
Sf^i^r'^"' "'"^'^^^ only's. 3 percent o? m^i^gerfal and/or' ''''' 
admin strative positioi^s. Businesses must take the r^sponsi- 
ooitMo ^^^'^"^^^"g hiring qualified women for manLgoment 

positions Another strategy that should be applied is to n?^;^ 
b^nec'" opportunities for advancement ° 

necessary to include more women in training programs so ^h.h ' 
EXALTS °' ^^^^^^"^ oppo?tun??iLs°?n^'l\a°eme^ . 

opSortuni^xor?^^^""''' ^'''^^^^^^^ ^^ich have provided employment 
bn^?n^ business managers, owner's of 

businesses, members of board of directors, schoc^V superinten- 
dents personnel directors, principals, aAd various types o? 
program directories. ^yp^^ PJ- / 

to^Jvn?'^''^^.!;''^^^^" designed to give students an opportunity 
t?pf ^ °^ managerial positions. A^ti^i- 

in -anagementf '^^^^^ concerning sex equity 

(a) Career ladders — women are often slow to move un 
m a company and often do not pian for/ advancement . 

(b) Women in nontradit ional jobs as managers. 

(c) Myths concerning women in the worK force and in 
management . . .. 

1- OVERVIEW OF 'instructional ACTIVITIES ' < ' 

( a ) P re-test 

The pre-test should be admiriistered to measure the 

?r^h"S V^r"^^^ °^ ^^'^ ^°"^en have 

xn the labor force. 

(b) Myth and R ealities ■ 

One of the most difficult problems in implementing sex 
who'^nr^ in vocational education is working, with people 
, who do not believe there is a problem or do not see a 
need for change. Comments that ."hinf' at sex biased 
attitudes and destroi^, sex equity in the working ■ world 
should be counteracted with accurate information This 
information may dest'roy some long-held myths and "cause 
students to questio/i life long values. ?he students 
wixl need time to process these new ideas before thev 
can be expected to change their behavior and attitudes. 
The following myths may be used to initiate a discussiAh ' 
concerning v/omen in the work force. ' i "-^scussion 
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List the Myths on the chalkboard, overhead, etc., and 
ask for individual opinions for each myth. After a 
brief 'discussion, the teachers should share the "reality" 
source for each myth. 

Conf lict J j;rQm 6bion vs. Su gge stive Of fers) 

Thc-student should read the problem and answer the 
three questions at the bottom,- followed by a class 
discussion on the v^arious ansv/ers. 

(d) Occupati Qna_l2_A ttitude Surv ey 

Instructions are outlined on the survey sheet. a' class 
discussion may be conducted to determine what jobs the 
students feel are held more often by men or by women 
and reasons why this o^ccurs-. 

(e.) Sex-Stereotyped Characteristi c s Analysis 

The instructions are outlined on the survey sheet- The 
student will note those characteristic's, that are more 
often assigned to men or to Women. Considering the jobs 
outlined for this cluster, the students should indicate 
what characteristics are needed for each particular job 
and discuss the jobs as related to these personal 
characteristics. Are males and females assigned to jobs 
based on. stereoti^pes of traditionally male and female 
characteristics? if so, why? 

(f) Slide-Tap e^^Egs entation 

( cj ) Qualif ication s^f p r Emp 1 oy m ent . 

(h) ■ Post-test ' 

The pre-test is also to be used as a post-test. The 
student should be expected to score 100 percent. At 
this point any incorrect answers should be discussed 
and factual information given to support each v/rong 
concept.' " 
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ACTIVITY (a) . , 

Pre- and Post-test 

WORK F0R2E QUIZ 

Studies, show that 9 out of 10 girls will work outsicje 
the home at some time -in their lives. 

The single woman usually works less than 25 years i^ 
the labor force. 

A majority of women work because of economic need. 

A majority of women who. leave, work to have children 
never return to their job. 

The employment of mothers leads to juvenile delinqu^nc 

The average. Woman worker earns less than three-fifths 
of what a man does, even when both, work full-time. 

Women have a much higher turnover rate in labor than 
men. 

The average Woman worker is slightly less educated 
than the average man worker. ^ 

Fully employed women who are high school gracJuates 
have less income on the average than fully employed • 
men who have not completed elementary school. 

Today more than half of all women between 18 and .64 
years of age are in the labor force. ; 
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ACTIVITY (a) 
Pre- and Post-test 
WO gK_F0RCE QUIZ 
Answer Key 

1. True_ Studies show that 9 out of 10 girls will work outside 
the. home at some time in their lives. 

^- !l2ise The single woman usually works less than 25 years in • 
the labor force. ^ 

3. True A majority of women work. because of economic need. 

4. False A majority of women who leave work to have children 
never return to their job,, 

^' I^^lse The employment of mothers leads ,to. juvenile delinquency 

6. True_ The average woman worker earns less than three- fifths 
of what a man does, even when both work full-time. 

7. False Women have a much higher turnover, rates in labor than 
men. 

The average woman worker' is slightly less educated 
than the average man worker. - 

Fully employed women who are high school graduates 
have less income on the average than fully employed 
men who have not completed elementary school. 

Today more than half of all women between 18 ' and 64 
years of age are in the labor force. 
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ACTIVITY (b) 

THE Mzrii ANr) THE REALITY 

From the U.S. Dept. of ^abor, Employment Standards Administration, 
Women s Bureau, Washin -on, D.C. 20210 



TheJlilth 

A woman '5 place is in 
the home. 



The^ality 

Homem^king in itself is '^o longer a 
fiflLl-time job for most j^eOpie. Goods 
and services formerly P:i:oduced in the 
home ^2:e now commercially Available; 
laborsaving devices hav^ lightened 
or eliminated much work around the 
house. 

Today more than ,/half of all women, 
between 18 and 64 years o£ age are 
in the labor force, vhe:^:^ they are 
making substantial contiriJpution to 
the Nation's economy. Studies show 
that 9 out of '10 girls Will work 
outside the home at sonie time in 
their lives. ^ 



Women aren't seriously 
attached to the labor 
force ; they work only 
for extra pocket money. 



Of the nearly 34. million v/omen in 
the labor force in March, 1973, 
nearly half were working tjecause 
of pressing economic need- They 
were either single / widowed, divorced, 
or separated or had husbands whose 
incomes were less tha'n $3,0oo a year. 
Another 4.7 million had hi^sbands with 
incomes between $3,oOO ^nd $7,000- 1/ 



Women are out iii more 
than male workers;, they 
cost the company more. . 



A recent Public Health Service study 

shows little difference ix\ the absentee 

rate due. to ilLness or inj^fy: 5.6 

days a year for women compared with 
5.2 f:oi: men. 



TT The Bureau of Labor Statistics estimate for a lo^ standard of 
living for. an uri^an family of four $7,386 in autumn 1972 This 
estimate is for- a family consisting of an enployed husband aqed 
38, a wife not employed outside th^ home, an 8-^year-old qirl 
and a l3^year-old boy. ^' • / y OJ- giri. 



Women don't work as 
long or as regularly 
as their male cp- 
w'orkers; their' training 
is costly^-and largely 
wasted. 



A declining number of women leave work 
for marriage- "and children. But even 
. among those, who. do leave,- a majority 
return when their children are in 
school. ■ Even with a break in employ- 
ment^ the average women worker has a 
worklife expectancy of 25 years as 
compared with 43 years for the average 
male worker. The single woman averages 
45 years in the labor force. 



Married women take 
jobs away from n'en; in 
f^ct , they ought to 
quit those jobs they ' 
how hold. 



Studies on labor turnover indicate that 
net differences for men and women are 
generally small- In manufacturing ' 
.industries the 1968 rates of accessions 
per 100 employees were -4.4 for men and 
5.3 for women; the respective separa- 
tion rates were 4.4 and 5.2, \ . 

There were 19.8 million, married womeX 
(husbands present) .in the labor force 
in March, 19 73; the number of unem- 
ployed men was 2.5 million. if ai;. 
the married women stayed home and / 
unemployed men were placed in their 
jobs, there would be 17.3 minion 
unfilled jobs - 

Moreover, most. unemployed men do not 
have the education or the skill to 
qualify for many of the ^ jobs held by 
women, such as secretaries, teachers, 
and nurses . 



women should stick to 
"women's, jobs", and 
shouldn't compete for 
"men's jobs," 



Women-don't want, respon-. 
sibility on the job; the^ 
don't wani: promotions 
or job changes Which adci 
'to. their load- 



Job requirements/ with extremely rare 
exceptions, are unrelated to sex. 
Tradition rather than job content has 
led to -labeling certain jobs' as women's 
and others as men's. Iri measuring 22 / 
inherent aptitddes and. knowledge areas, 
a research laboratory found that -there 
is no sex difference in 14, women excel 
in 6,. and men'pcJel in ,2. : 

Relatively few women have been offered 
positions of responsibility. But when ' 
given these,, opportunities , women, like 
men/ do cope with jbb re'^ponsibilities 
in addition t.n personal or family: 
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•responsibilities, in 1973, 4.7 millio 
women held/ prof essional and technical 
jobs, another l.g million worked as 
non-farm managers and administrators. 
Many others held supervisory jobs at 
all levels in offices and factories- 

The employment of Studies show that many factors must be 

mothers leads to considered when seeking the causes of 

juvenile delinquency. juvenile delinquency. Whether or not 

a mother is employed does not appear 
to be a determining factor. 

These studies indicate" that it is the 
quality of a moth^er's care rather thar 
the time consumed in such care whic 
is of major significance. 



Men dgn' t like to 
work for women 
supervisors.. 



Most men who complain about women 
Supervisors have never worked for a 
Woman. 

In one study where at least three-fourths 
of both the male and female responds:rrz:s 
(all executives) had worked with Won-n 
managers, their evaluation of women xxi 
management was favorable. On the oiiher 
hand, the study showed a traditional/ 
Cultural bias among those who reacted 
Unfavorably to women as managers - 

In another" survey in which 41 percent 
Of the reporting firms indicated that 
they hired women executives, none 
.rated their ^performance as unsatis- 
factory; 50 ^percent rated them adequate, 
42 percent rated them the same as their 
predecessors; and 8 percent rated them 
better than their predecessors. 
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ACTIVITY (C) 
COtrFLlGT: PROMOTION Vs. SUGGESTIVE OFFERS 
.^lle Cantor is currently the Assistant Secrc - ' Treasurer 



■v-ears 



fo-^ a large, local corporation. Throughout her 

wiun the corporation, Michelle has been treated . ""she 

has finished her four-year college degree and h:- ivea 
numerous promotions. Michelle is very happy wit jc and 

has excellent opportunities for advanceinent . 

Recently, John Wilson, Vice-President of personnel; --equested 

conference with Michelle concerning a pending promotion - 
During the meeting viith John, Michelle learned that the posi- 
tion of Vice-President of Finance would be open within the 
next six months. Mr. Wilson informed ' Michelle that she v/as 
one of three candidates being considered and her credentials 
would be reviewed by a selection committee in the near future. 
She expressed her interest .in the Vice-pj-esidency at that time. 

Over the next foUr-week period, Michelle attended numexcus 
public relations and social affairs on behalf of the corpora- 
tion. At one of t±.ese events she was approached by John' Wilson 
He -mentioned that being the ranking member of the selection 
c- .:^t;tee, he was in a position to do her a favor by recom- 

^ 2*^11;^ her for the proi^otion. However, in return he expected, 

hs^ to meet him farequently on a private basis- 

Student D:iscuS3ion Questions: 

(a) l-7hat are Michelle's qualifications for the Position? 

(b) Should ^!licilelle discuss the proposition with anyone 
at the c^^mpany? ■ . ^ ■ 

(c) Name sev^al w^ys she can' respond to Mr. Wilson 
propo3aj — f 
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ACTIVITY (d) 
OCCUPATIONAL ATTITUDE SURVEY 

Instructions: For each occupation listed belo„ check the column 
which most aptly describes the sentiments you 
believe are held by mcst people in your community 
Check the column listed "female" if you believe 
most people think a wcmen should have the job. 
Check the column listesi "male" ig you believe' 
most people think a mE:i should have this job. 
Check one of the three inner columns if "either" 
male or female, "mostly female" or "mostly male" 
applies more appropriately. . 



Job Title 


' I Mostly ' 

1 M.ale 1 Male i Either 


1 Mostly 
1 Female 


1 Female 


Office Manager 
Admin. Ass't 
De£t^^_Manager 
small Bus.. Operator 








Accountant 
Audit Clerk 
Accts, Rec. Ass't 
Accts. Pay. Ass 't ^ 
Cashier 








Bank Telle'r 
Billing Ass * t 
Timekeeper 








Paj^:roll_Ass ' t 
Balance^ss't 








udcisiiicai Ass't 1^ 1 1 j ~ 

Accounting Ass't i "^^ — j i ' ; 

(Bookkeeper) ' 


caxuuxatzing Machine 
_^^^0£e£ator 

Terminal Sys'tems Operator 
Data Typist 
Keypunch Operator 








Terminal Operator 

Data . Exam Ass ' t 

computer Operations Siap. " 








computer Operator 
P£2a££51H!ier (Trainee) 
Executive Secretary 









Job 1 



Secretar y 
Legal Sec re tar 
Medical Secret 
Technical- See r 
Stenographer^ 

• Correspondence 
Word Pr ocessin 
Assistant TypT 

Typist 

Magnetic Tape^ 
Trans crTbing m 

Operator 
Records_Sup erv 
File Assis tant 
Repoqraphics Q | 
Correspondence 
Ge ne r a 1 _0 f f g c.e 

' Mail AssTs'tant ' 
Calculating/Ad( 

' Machine Op er< 
Inventory Assi; 
Stock Assistarr 
Shipping'/Re ceij 

Assistant 
Telephcpne Operj 
Receptionist 

■ Office Helper 
Messenger 



ACTIVITY (d) 
(Cont'd) 

OCCUPATIONAL ATTITUDE SURVEY 



Title 



□1 

bary 

tretary ^ 

^ Secretary' 
ig Sup.. 

LSt • ' ~~ 

Operator 
lachme 



^xsor 



) gerator 
\ Ass ' t 
! Ass ' t 

iding. 

'ator 

stant 



vmg 



'a tor 



Male 



Mostly 
Male 



Mostly ' 
Either , Female i Female 



2;] 



1, 

2, 
3, 
4, 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13.. 
14. 

lis. 

16. 

17. 

18. 

19. 
,20. 

21. 
,22. 

23. 

24. 

2 5.' 

26. 
27. 

28. 



29, 
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ACTIVITY (e) • 
SEX STEREOTYPED CHARACTERISTICS ANALYSIS 

ChecJc the column you believe most nearly describes 
tne characteristics of males and females. 
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Male 



Self reliant 

■Yielding 

Helpful 

defends own 
beliefs 

^h^erful 

Moody 

^^■^elependent 
Shy 

Conscientious 

Athletic 

Affectionate 

"theatrical 

Assertive 

f'l^tterable 

Happy 

Strong personality 
i^oyal 

Unpredictable 

FoircGful 

Reliable 

Analytical 

Sympathetic 

Jealous. 

Has leadership 
abilities 

^Sensi ti.ve_to the 
needs of others 

Truthful 

Willing to take 
^isks. 

Understanding 

Secj:etive 

Makes decisions 
easily 



Female 



Male 



Female 



31. 
32. 
33. 
34 . 

35. 
36. 
37. 
38- 
39. 
40. 
41.^ 

42. 
43. 
44- 
4-5- 
46- 
47- 




Compassionate 
Sincere 

Self-sufficient 

Eager to soothe 
hurt feelings 

Conceited 

Dominant 

Sof t-spoKen 

Likable 

Warm 

Solemn 

Willing to take 
a .stand 

Tender . 

Friendly 

Aggressive ■ 

Gullible. 
Inefficient 

Acts as a 
leader 

Childlike 

Adaptable 

Individualistic 

Does not use harsh 
language 

Unsystematic 
..Competitive 
Loves children 
Tactful 
Ambitious 
Gentle 
Conventional 



5'/ 
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ACTIVITY (g) 
QUALIFICATIONS FOR EMPLOYMENT 

1. PURPOSE 

(a) To expose^ students to the many different jobs available 
in .Business Management and related occupations. 

(b) To show students that the qualifications for employment 
are not determined by sex. 

" 2. PROCEDURE 

(a) The teacher should discuss the many jobs available 
within the management cluster. The teacher might 
nave students add to the list below. 

Exam£les_of_ Job opportunities in Business Management QccuD a^-iQns : 

BUSINESS MANAGEMENT OCCUPATIONS 

^D-O -T.. . POSITIONS 

14.0805 169.167-034 Office Manager 

14.0801 169.167-010 Administrative Assistant 

14.0899 189.167-02-2 ■ Department Manager 

' ' . — Small Business Operator 

A list of job opportunities specific to the course should 
be developed. In discussion or through research, students 
nnay learn what each of the jobs entail. 

When the list is fairly complete, distribute the student 
activity sheet and have the students decide independently 
which job or jobs this person is qualified for. Discuss 
after they have decided. 

- How did you decide upon a position? 

- What . qualities do you see necessary for each 
occupation? 

- What characteristics are not at all necessary 
for each job? ■ ' 

- Do "you think this pe;rson is a male or a female'' 
Why? • 
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- If you learned that the person currently filling 
the position Was a male, -how would this influence ' 
your choice of position? 

- In looking at the qualifications of the applicant, 
IS this person over qualified for the iob? 
Underqualif ied? 

- Suppose you learn the sex of the applicant. Would 
you change your job offer? Why? 

What jobs are you interested in? ' 
^ . . - How are you qualified for these jobs? 
VARIATION OR FOLLOW-UP 

Have students research any job in which they have an interest 
From the research, have them list the requirements they feel 
are necessary for- the job. Do they see this job as being • 
exclusively for a male or a female? What requirements would 
limit: the job to one sex? Has their Perception of the job^ 
changed any after, researching it? Have students share their 
results with the class. use the "Financial Facts of Life" 
activity . 



M 



Smith^has just graduated from high school and is applying for. 
„ ^ob. in the interview and from the references, the persoiinel' 
director finds that the candidate has ^he following qualities: 

-(a) A knowledge of the company through summer jobs . 

(b) A good grade average in high school. 

(c) A good attendance record in high school. 

(d'} Business and math s^ins. • ^ 

(e) A pleasant personality • 

(f) A desire to move up in the company. 

(g) Recommendations that indicate' the candidate is 
dependable and has an ability to get along with 
other people . . 

' (h) A knowledge of safety precautions; an awareness of 
the importance of following instructions. 

(i). A driver's license. 
■ (j) , Good^ health and heat appearance. 
•What jobs Would you offer M. . Smith? • 
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A RIDDLE 



VJhile driving to the store, a young boy and father were involved 
in a serious car accident. The father was killed and the bov 

was eximinfd^f '° " hospital. At the hospital, the boy 

vvas examined ana an emergency operation was needed The re<.iLni 
surgeon had scrubbed up, put on a gauze mask anS was waiUng in 
the operating room when the boy was Weled into surgery ?he 
?hir?s :?°son?" can-t^ope^^ate'^ 

Who was the surgeon? 

— source unknown 
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Women Are Uiidei represented as Managers 
and Skilled Craft Workers 



Percenl of Tolal Workers 
100: : 



80- 



60. 




All ' 
Occupations 




58% 



m 



Crad Noirelal: Managers Operalives Prolessoial Service 
Wpikeis Safcs Workeis Woikers Sai's' 

, Workers ' ■ W(»k(>is 



Sniiifi- I'l'iMM'illiy'thnWdfwii'sOiiiiMii, Emiiiii\mi'iil Si.ii'ihrils Ailniiiiiiii,ninii, liom 19?Cnmuinlon'ni|i'5(l.iia 
l)v llic OurtMu n( l.,ilinr SMiistics/U.S. Uo|mi imi'in ol Labor. 
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